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Steps to Apply for Workforce Development Training Fund  

Business Training Grants 

 

1. Your business must have accounts set up and be in good standing with the following entities 

before registering with Workforce Development Training Fund 

 Secretary of State -allow up to 7-15 day for processing (Sole Proprietors may be exempt)

 Workers’ Compensation and Unemployment Insurance -allow up to 2-4 weeks for processing

 Wyoming at Work -allow up to 5 business days for processing; however, if Workers’ 

Compensation or Unemployment Insurance accounts are not set up, the Wyoming at Work 

verification process may take longer as these accounts are required to complete the Wyoming at 

Work account set up.

2. Create an account for your business in the WDTF Business Training Grant management 

system 

 Once your business is in good standing with all entities noted above, you may create your business 

account at https://trainingfund.wyo.gov/ 

 Business account may take up to 7-10 business days to review and approve

 Once your account has been approved, you will receive confirmation of business activation from the 

WDTF Team via the BTG system message center

3. Register your business as a vendor with the Wyoming State Auditor’s Office 

 Forms can be manually downloaded here: https://sao.wyo.gov/vendors/ 

 If you prefer:

i. a check mailed, email your completed W9 form to dws-wdtf@wyo.gov. 

ii. electronic deposit of funds, complete and sign the W-9 Form, attach either an original voided 

check or a letter from your bank, and mail via US Postal Service to  
Department of Workforce Services: WDTF 

                      5221 Yellowstone Road 

                      Cheyenne, WY 82002 

 
NOTE: Only businesses registered as a vendor with the State Auditor’s Office can receive payments from WDTF

4. Begin application process for Business Training Grants 

 The Training Start Date should include travel days and any pre-coursework, must be submitted no 

earlier than 30 calendar days from date of application submission. 

 Applications with all fields completed and all required documentation attached will be given 

preference.

 Applications can only be submitted during the designated window of time.  Please refer to the 

WDTF website for further information. 

5. WDTF Team reviews submitted applications 

 WDTF Team will notify grant recipients with a status update via the grant management system’s 

message center.

 If the application is approved, the Department of Workforce Services will enter into an 

agreement with the business. The Letter of Agreement is not fully executed until all signatures 

are obtained, which must happen prior to the start of the training period. No payment will be 

made without a fully executed Letter of Agreement.
 

 

**Grant approval is NOT guaranteed and is based on availability of funds** 
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